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BACKGROUND

The Departnment of Health and Social Services enters into many contracts

wi th muni ci pal, non-municipal vendors and individual private providers in the
normal course of business. This docunent has been devel oped to provide

gui dance in areas which should be included in every departnental contract.

POLI CY

The followi ng standard | anguage is to be used in all aid contracts with
provi ders and grantees. (This does not include the State/ County contracts,
State I nteragency agreenents or other non-aid type contracts such as
consulting, training, etc.). The language as witten refers to "grants,
grantors and grantees"; in sone cases, it is appropriate to substitute
"contracts and contractors."”

If a particular provision does not apply, it should be stricken and a note
made for the file as to why the provision was not used. |If |anguage is added,
a file note should be nade describing the reason for the addition.

PROVI SI ONS ARTI CLE ###. Fiscal, Audit and Accounting Provisions

A. Changes in Accounting Period

1. The Grantee's accounting records are maintai ned on a
(calendar/fiscal) year basis, beginning (Month Day) of each year
During the grant period, the accounting period may only be
changed with prior witten approval fromthe Grantor. The G antor
may approve a change in accounting period only if the Grantee has
a substantial, verifiable business reason for changing the
accounting period and agrees to submit a close-out audit, as
defined in section (###), within 90 days after the first day of
t he new accounting peri od.

2. Proof of Internal Revenue Service approval shall be considered
verification that the Grantee has a substantial business reason
for changing their accounting period.
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A change in accounting period shall not relieve the G antee of
reporting or audit requirenents under this agreement. An audit
neeting the requirenents of this contract shall be submitted
within 90 days after the first day of the start of the new
accounting period for the short accounting period and within 180
days of the close of the new accounting period for the new period.

For purposes of determining audit requirenments, expenses and
revenues incurred during the short accounting period shall be
annual i zed.

B. Audi ti ng Requirenents

1

The Grantee shall informthe Gantor as to the type of audit
required (if any) by OMB Circular A-133 or A-128, as appropriate.

The Grantee shall submit to the Gantor a certified annual audit
report within 180 days of the close of the fiscal year, unless
wai ved by the Grantor. The audit shall be conducted and reports
submtted in accordance with applicable state and federa
regul ati ons and gui del i nes and professional standards, including,
but not limted to: OVMB Circulars A-133 and A-128; the
Department's Provider Agency Audit Guide; the Department's

Al | owabl e Cost Policy Manual (select for non-profits) or Financia
Management Manual for Counties, Tribes and 51 Boards (select for
referenced organi zations); Section 46.036 of the Wsconsin
Statutes; and Generally Accepted Auditing Standards.

When the Grantee's fiscal year is not the sane as the grant
contract period, a bridging schedule shall be prepared and
included in the certified annual report. The bridging schedul e
shall identify costs to grant contract period. The bridging
schedul e may be part of the Schedule of Federal and State

Fi nanci al Assi stance.

The Grantee shall submit with the certified annual audit report a
copy of the Managenent Letter received fromthe auditor. |[If the
audi tor does not issue a Managenent Letter, the Grantee shal
submt a witten assurance to the Grantor that a Managenment Letter
was not subnitted because the audit firmdid not issue one.
Docunments i ssued by the auditor, which contain information
conparable to that which would be issued in a Managenent Letter
under another title shall be considered Managenment Letters for

pur poses of this agreenent.

When contracting with a CPAfirm the Grantee shall authorize its
auditor to provide access to work papers, reports and other

mat eri al s generated during the audit to the appropriate
representatives of the Departnent.

Grantor reserves the right to conduct an independent audit if
Grantee fails to secure an audit covering all funds, or a foll ow
up review of selected areas is determ ned to be necessary. |In the
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event that the G antee fails to secure an audit, Gantor's costs
for conpleting an audit will be charged back to G antee.

C. Cl ose-out Audits

1.

A grant specific audit of an accounting period of |ess than 12
nmonths is required when a grant contract is term nated for cause,
when the Grantee ceases operations or when the Grantee changes its
accounting period (fiscal year). The purpose of the audit is to
cl ose-out the short accounting period. The required close-out
grant specific audit nmay be waived by the Grantor upon witten
request fromthe Grantee for grants, except when the grant
contract is termnated for cause. The required close-out audit
may not be waived when a grant is term nated for cause.

The Grantee shall ensure that its auditor contacts the Grantor
prior to beginning the audit. The Grantor or their representative
shall have the opportunity to review the planned audit program
request additional conpliance or internal control testing and
attend any conference between the auditor and the Grantee.

Payment of increased audit costs, as a result of the additional
testing requested by the Grantor, is the responsibility of the

Gr ant ee.

The Grantor may require a close-out audit with all audit

requi renents specified in section (###). |In addition, the Gantor
may require that the auditor annualize revenues and expenditures
for purposes of applying OMB Circulars A-133 and A-128 and

deternmi ning major federal financial assistance prograns. This

i nformati on shall be disclosed in a note to the schedul e of
Federal awards.

D. Accounting Requirenents

1.

For agreenents of twenty-five thousand dollars ($25,000) or nore,
the Grantee shall nmintain a uniformdouble entry, full accrual
accounting system and a financial nmanagenment information systemin
accordance with Generally Accepted Accounting Principles.

For agreenents of less than twenty-five thousand doll ars
($25,000), the Grantee is encouraged to maintain a uniform double
entry, full accrual accounting systemand a financial managenent

i nformati on systemin accordance with Generally Accepted
Accounting Principles, but shall at least maintain a sinplified
doubl e entry bookkeepi ng system

The Grantee's chart of accounts and accounting system shall permt
timely preparation of expenditure reports required by the G antor
as defined in section (##%#).

The Grantee shall reconcile costs reported to the Grantor for
rei mbursenent or as match to expenses recorded in the Grantee's
accounting or sinplified bookkeeping system as determ ned under
section (###), on an ongoing and periodic basis. The G antee
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agrees that reconciliations will be conpleted at |east quarterly
and will be docunented. The Grantee shall retain the
reconciliation docunentation in accordance with the records
retention requirenent specified in section (###).

Ot her Assurances

1. Liabilities

a. The Grantee shall notify the Grantor, in witing, within 30
days of the date paynent was due of any past due liabilities
to the federal governnment, state governnent or their agents
for incone tax withhol ding, FICA Wrkers' Conpensation,
Unenpl oynment Conpensation, garni shnents or other enpl oyee
related liabilities, Sales Tax, |Incone Tax of the Grantee, or
ot her nonies owed. The witten notice shall include the
anount (s) owed, the reason the nonies are owed, the due date,
t he amount of any penalties or interest, known or estimated,
the unit of governnent to which the nonies are owed, the
expected paynment date and other related i nformation.

b. The Grantee shall notify the Grantor, in witing, within 30
days of the date paynent was due of any past due liabilities
in excess of $500, or when total past due liabilities exceed
$1000, related to the operation of this grant for which the
Grantor has or will reinburse the Grantee. The witten
notice shall include the amunt(s) owed, the reason the
noni es are owed, the due date, the anpbunt of any penalties or
interest, known or estimated, the vendor to which the nonies
are owed, the expected paynent date and other rel ated
information. If the liability is in dispute, the witten
notice shall contain a discussion of facts related to the
di spute and information on steps being taken by the Grantee
to resolve the dispute.

2. Reconciliation

The Grantor may require witten assurance, quarterly, that the Grantee
has reconciled costs, receipts and refunds reported to the Grantor, for
rei mbursenent or as match, to the expenses and revenues recorded in the
Grantee's accounting records and that all necessary adjustnments have
been reported to the Grantor or recorded in the accounting records, as
appropriate. Upon request fromthe Grantor, witten docunentation of
reconciliations may be required.

3. Bondi ng

The Grantor may require witten assurance at the time of entering into
this agreenent that the Grantee has in force and will maintain for the
course of the agreement enpl oyee di shonesty bonding sufficient to hold
the Grantor harm ess in the event of an enployee fraud or defal cation.
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4, Non- Conpl i ance

The Grantee shall provide witten notice to the Grantor of al

i nstances of non-conpliance with the terns of this grant contract,

i ncl udi ng non-conpliance with any witten assurance provi ded by the
Grantee to the Grantor. Notice shall be given as soon as practical but
in no case |ater than 30 days after the Grantee knows, or should have
known, about the non-conpliance. The witten notice shall include

i nformati on on reason(s) for and effect(s) of the non-conpliance.

5. Debar ment or Suspension

The grantee certifies that neither the grantee organi zati on nor any of
its principals are debarred, suspended, or proposed for debarnent for
federal financial assistance (e.g. General Services Adm nistrationHds
Li st of Parties Excluded from Federal Procurenment and Non- Procurenent
Progranms). The grantee further certifies that potential subrecipients,
contractors, or any of their principals are not debarred, suspended or
proposed for debarnment.

6. Rel ated Party Transactions

If the grantee plans to use a related party (see DHSS Al l owabl e Cost
Policy Manual for a definition of related party and allowability of
costs associated with related parties)in the provision of services
under this agreenent, the grantee agrees to the foll ow ng:

a. Prior to the execution of this agreenment, the grantee shal
obtain fromthe grantor, approval of a witten detail ed
description of the business to be transacted with the rel ated
party, the ternms of reinbursenent or transactions between the
parties, and an estimte of the volume of business with the
related party. The approved description shall be
i ncorporated into this agreenent by reference.

b. Provide to the grantor such information as may be requested
to enable it to approve the witten agreenent referred to in
item #a above

c. Notify the grantor if the actual anopunt and/or type of
busi ness conducted with the related party during the contract
period differs significantly fromthe approved witten
descri ption.

d. Require that the related party follow all federal, state, and
grants and financial managenent rules as they apply to
related parties.

e. Require an audit of the related party (regardl ess of the type
of organi zation of the related party). The audit nay be
either consolidated with the grantee's audit or be a separate
audit in accordance with requirenents established by the
department in conformance with federal circular A-133, if
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applicable; the Provider Agency Audit Guide; and the

Al | owabl e Cost Policy Manual. The audit shall identify
related party transactions including a schedul e show ng
actual allowable costs incurred in providing goods or
services by the related party. The grantee agrees to provide
the grantor with a copy of the related party's audit upon
request.

F. Cost of Services

1

Thi s Agreenent includes the tine period

In consideration of the
services provided, the Departnent agrees to pay the Grantee an
amount not to exceed . This amount is
contingent upon recei pt of funds by the Departnent.

The Grantor will not make paynents for costs in excess of the
contract amounts or incurred outside the grant period.

G Paynment for Services

1

a. Prepayments [choose option a. or b.]

The Departnent, follow ng execution of this Agreement, shall pay
to the Grantee one-(fill in the fraction of the grant to be pre-
pai d, fraction cannot exceed one nonth's paynent) of the G ant
anmount in each of the first (fill in the nunber of nonths for
which a pre-paynent will be nmade, no nore than three pre-paynents
may be made) nonths of this Agreenment. These prepaynents nmmy be
reduced at any tine during the period of the agreenent if the
Department determ nes that such prepaynents are in excess of the
Grantee's reported expenses.

b. No Prepaynents

The Departnent, follow ng execution of this Agreenment, shall neke
no prepaynments to the Grantee.

Further paynents [if no prepaynents, delete "further"] will be
made nonthly based on expense reports submitted by the G antee.
Clains for reimbursenent of allowable costs shall be submitted to
the Departnent not later than [grantor to insert appropriate day
between the tenth and the thirtieth] of the nonth follow ng the
nonth in which costs are incurred.

The Grantee shall submit a request for reinmbursenent to the
Department [l nsert appropriate formtitle and/or nunber].

Payments which exceed all owabl e costs incurred and paid by the
Grantee pursuant to the terns of this Agreenent, if outstanding at
the expiration of this Agreement, will be repaid to the Departnent
within thirty days of invoicing by the Departnment. Paynents, pre-
paynments and reported expenses shall be reconciled by the
Departnment in accordance with state procedures.
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If Grantee fails to return funds paid by Grantor in excess of the
al l omabl e cost of the services provided, G antor nmay recover from
Grantee any noney paid in excess of the conditions of this
agreenent from subsequent paynents made by Grantor to Grantee or
may recover such funds by any | egal neans.

3. Payments shall be used for only current contract year expenses.
4, Payment Mailing Dates and Mailing Address
a. Non- Muni ci palities. All paynents shall be nmiled by the
Department on the |ast working day of each nonth, except
for the July paynent, which shall be nmailed the first
wor ki ng day of July.

b. Muni cipalities. All paynments shall be neiled by the
Department on the |last working day before the fifth day of

t he nont h.

c. Mai | i ng Address. Checks will be neiled to address specified
in the contract unless otherwi se notified by the Departnent
in witing.

Reporti ng

1. The Grantee shall conply with the fiscal and program reporting
requi renents of the Departnment. Any required reports will be
forwarded to the Departnment according to the schedule of the

Depart nment.

State and Federal Rul es and Regul ati ons

1. The Grantee agrees to neet State and Federal service standards and
program policies as expressed by State and Federal |aw applicable
to the services covered by this grant contract.

Surety Bond
1. The Grantor may require the Grantee to have a surety bond of at

| east $(list the dollar ampunt). The surety bond shall be in
force for the period of the grant contract.

Fi nal Report Date

1. The due date of the final report shall be [insert date].
(Expl anatory note: Ninety days after the contract ending date is
preferred. The period can be shorter without BFS approval.
Peri ods | onger than 90 days after contract ending date require BFS
approval .)

2. Expenses incurred during the grant period but reported |ater than
the final report due date in section (###) will not be recognized,
al l owed or reinbursed under the terms of this grant.
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L. Federal Reporting

1

Failure to submit the statistical data by the dates specified in
the reporting instructions, attachment (###) shall result in the
Department wit hhol di ng paynment for services provided in accordance
with this grant contract.

M Sanctions

1

The Grantee shall conply with all requirenents under this grant on
contract. Instances of non-conpliance shall be corrected pronptly
and reported tinmely by the Grantee to the Grantor. |f the Grantor
beconmes aware of non-conpliance with this contract, either through
notice fromthe Grantee or through other neans, appropriate
procedures shall be instituted to protect the interests of the
Grantor. |If audits or other required information are not
submtted tinely, sanctions may be applied.

N. | ndemi ty

1

Each agency agrees that it shall be responsible for any | osses or
expenses (including costs and attorney's fees) attributable to the
acts or onmissions of its officers, enployes or agents.

o Timely Contract Signing

1

REFERENCES

Thi s agreenent becones null and void if the tinme between the
earlier dated signature and the |ater dated signature on this
contract (or addendunm) exceeds sixty (60) days inclusive of the
two signature dates.

OMB Circular A-128 (Audit of State and Local Governnents) and A-133 (Audits of

Institutions of H gher Education and O her Non-Profit

I nstitutions)
W sconsin Statutes 46.036
DHSS Al|l owabl e Cost Policy Manua
DHSS Fi nanci al Managenent Manual for Counties, Tribes and 51 Boards
DHSS Provi der Agency Audit Gui de

CONTACT PERSONS

Donal d N. Warnke, Director
Bureau of Fiscal Services
(608) 266-5869

Cheryl Thonpson, Deputy Director
Bureau of Fiscal Services
(608) 266-2019



